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Posting PATIENT PAYMENT

1
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2 Select patient from patient list

3 From the left menu, click View Ledger
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4 Click Add Pat Payment

5 Select type of payment from dropdown menu
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6 Enter payment dollar amount

7 Payment will auto distribute where balance is due.

You can make changes to where the payment is applied if needed by clicking in
the Pmt Today box and making changes as needed
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8 The Distributed Pmt should equal your total Payment Amount and will show as
green; meaning balanced

9 Click Save Changes
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10 You will see on the ledger each line item that was paid with the posted payment
and the balance per line.

11 To print the patient a receipt from their current days visit; on the left menu click
Print Walk-Out
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12 Select Walkout Statement

13 Click "OK"
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14 A statement will generate showing services and payments made for current day.

You can print to your local printer to give to patient


